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REDUCTI ON | N FORCE

One of the nost difficult situations in any worker's life is the prospect of
being laid off fromhis or her job. Wen a productive nenber of society becones
unenpl oyed, the stress of facing the unknown can be agoni zi ng.

In the Federal Governnent, |ayoffs are called reductions in force, or RIFs.
While the word "RIF" certainly has negative connotations, it also has another
side -- as an objective system which determ nes how enpl oyees may conpete to
stay in the organizati on when enpl oynent reductions are necessary. The R F
process is focused on the rights of enployees to remain when job cuts are made.

It is inmportant to try and understand how the R F process works. W do not
expect everyone to becone an expert overnight, because RIF procedures are rather
conplicated. However, it can be hel pful to have as nuch information as possible
concerning why a RIF is happening and how the process works. Understanding is
often the first step toward acceptance of the situation, and can aid the
transition to a new career

BACKGROUND

OPM s reduction in force (RIF) regulations are derived fromthe Veterans
Preference Act of 1944 and are presently codified in Sections 3501-3503 of Title
5, United States Code. The |aw provides that OPMs RIF regul ati ons nust take
into account four factors in releasing enployees--(1) tenure of enploynent

(e.g., type of appointment); (2) veterans' preference; (3) length of service;
and (4) performance ratings. OPMinplenents the |aws through regul ations
published in Part 351 of Title 5, Code of Federal Regul ations.

WHEN TO USE RI F PROCEDURES

An agency nust use RIF procedures when one or nore enployees will be separated
or downgraded for a reason such as reorgani zation, |ack of work, shortage of
funds, insufficient personnel ceiling, contracting out or the exercise of
certain reenploynent or restoration rights. RIF procedures may not be used to
t ake performance- or conduct-based acti ons.

Rl F ALTERNATI VES

RIF is the last stop on the road to downsizing. Because it has an adverse affect
on enpl oyees and productivity, it is the |ast option an agency should pursue
when reorgani zing or dealing with budget cuts. OQther options, including hiring
freezes, early retirenent, buyouts, and directed reassi gnments, should be tried
before an agency resorts to RIF.



MANAGEMENT RESPONSI BI LI TY

Agency managenent has the responsibility to make nmany deci sions concerning a
RI F. Managenent decides if a RIF is necessary, when it will take place, and what
positions will be abolished. However, the abolishnment of a position does not

al ways require the use of RIF procedures. The agency nmy reassi gn an enpl oyee

wi thout regard to RIF procedures to a vacant position at the sane grade or pay,
regardl ess of where the position is |ocated. Unions play a najor role in the
downsi zi ng process, and frequently negotiate or partner various aspects of
reduction in force.

APPLYI NG THE RI F REGULATI ONS

COVPETI Tl VE AREA- -Before a RIF begins, the agency defines the conpetitive area.
The conpetitive area is the geographi cal and organi zati onal boundary within

whi ch enpl oyees conpete for retention. A conpetitive area may consist of all or
part of an agency. The conpetitive area for Sheppard AFB consists of all Air
Force positions within [ ocal commuting distance of Sheppard that are serviced by
t he Sheppard Civilian Personnel Ofice.

COVPETI Tl VE LEVEL--Next, the agency groups similar positions into conpetitive

| evel s based on grade, series, qualifications, duties, and working conditions.
Positions with different types of work schedules (e.g., full-tine, part-tine,
intermttent, seasonal, or on-call) are placed in different conpetitive |evels.
Finally, conpetitive and excepted service positions are placed in separate
conpetitive |evels.

A typical conpetitive |evel would group all full time, conpetitive service

GS- 201- 11 personnel managenment specialists with interchangeabl e duties based on
their position descriptions in the sane conpetitive |level. These GS-201-11
specialists would be in a separate conpetitive level fromany part-tine,
conpetitive service GS-201-11 specialists, as well as fromany full tine,
conpetitive service GS-201-12 specialists.

RETENTI ON REG STERS-- Next, the four retention factors are applied so that each
of the enployees in the conpetitive level is ranked in order based on their RIF
retention standing. When this listing is done, each competitive |evel becones a
retention register, because it lists enployees in order of their RIF retention
standing. RIF retention standing is based on a combi nation of the follow ng
factors.

1. TENURE. Enpl oyees are ranked on a retention register in three groups
according to their type of appointnent:

Group | - Career enployees who are not serving on probation. (A new supervisor
or manager who is serving a probationary period that is required on initia
appoi ntnent to that type of position is not considered to be serving on
probation if the enployee previously conpleted a probationary period.)

Goup Il - Career enpl oyees who are serving a probationary period, and
career-conditional enployees.

Goup Il - Enpl oyees serving under termand simlar non-status appointnents.

NOTE: An enpl oyee serving under a tenporary appointment in the conpetitive



service is not a conpeting enployee for RIF purposes and is not listed on the
retention register at all. Such enpl oyees nay be separated at any tinme at the
di scretion of the agency without regard to R F procedures.

STEP 1: LI ST BY TENURE GROUP

Conpetitive Level: GS-201-11
Bob |

Carol |

Ken |

Susan |

Jimll

Alice I

Tom |11

2. VETERANS' PREFERENCE. Each tenure group is divided into three subgroups
reflecting the enployees' entitlenment to veterans' preference:

Subgroup AD - Veterans with a conpensabl e service-connected disability of 30% or
nore.

Subgroup A - Veterans not included in subgroup AD.
Subgroup B - Nonveterans.

Havi ng a background that includes nmilitary service does not guarantee that an
enpl oyee will be entitled to veterans' preference for RIF. Veterans' preference
is awarded to those individuals who served:

1. During the period Decenber 7, 1941, to July 1, 1955; or

2. For nore than 180 consecutive days, any part of which occurred after January
31, 1955, and before October 15, 1976; or

3. During the period beginning August 2, 1990 and endi ng January 2, 1992; or

4. In a canpaign or expedition for which a canpai gn nedal has been authorized.

* Medal hol ders who enlisted after Septenber 7, 1981, nust have served
continuously for 24 nonths or the full period called or ordered to active duty.
This is not applicable to those veterans with conpensable disabilities, or
veterans separated for disability in the line of duty, or for hardship

* Medal hol ders who entered on active duty on or after October 14, 1982, nust
have served continuously for 24 nonths or the full period called or ordered to
active duty. This is not applicable to those veterans with conpensabl e
disabilities, or veterans separated for disability in the line of duty, or for
har dshi p.

Vet erans' preference may al so be awarded to:

1. An unmarried spouse of certain deceased veterans;

2. A spouse of a veteran unable to work because of a service-connected
disability; or

3. A nother of a veteran who died in service or who is permanently and totally
di sabl ed.

In order to receive veterans' preference, an honorable or general discharge is
necessary. Mlitary retirees at the rank of major, |ieutenant comuander, or

hi gher are NOT eligible for veterans' preference unless they are disabl ed
veterans. Cuard or Reserve active duty for training purposes does NOT qualify



for veterans' preference. Any questions concerning veterans' preference
eligibility should be addressed to the enpl oyee's servicing personnel office.

NOTE FOR M LI TARY RETI REES:

A retired menber of the arned forces is considered to be a veteran for RIF
purposes only if the veteran nmeets one of the following: (i) The armed forces
retired pay is directly based upon a conbat-incurred disability or injury; (ii)
The arned forces retirenment is based upon |less than 20 years of active service;
or (iii) The enployee has been working for the Governnent since Novenber 30,
1964 wi thout a break in service of nore than 30 days. (If the veteran neets
condition (iii) but retired at the rank of major or higher (or equivalent), he
or she nmust al so neet the general definition of disabled veteran in Section
2108(2) of Title 5, United States Code, in order to be a veteran for R F

pur poses.)

Tenure group and veterans' preference are conmbined to formthe enpl oyee's TENURE
SUBGROUP. For exanpl e, a disabled veteran on a career-conditional appointnment
woul d be in subgroup Il AD.

STEP 2: ADD TENURE SUBGROUP

Conpetitive Level: GS-201-11

Tenure Group + Veterans' Preference
Tenur e Subgroup

Bob | AD

Carol | A

Ken I B

Susan | B

Jimll A

Alice Il B

Tom Il B

3. LENGTH OF SERVICE. Wthin each tenure subgroup, enployees are ranked for RIF
retention by their service conputation dates. RIF service dates begins with al
creditable civilian and mlitary service, and this date is then adjusted with
additional service credit for certain performance ratings. Enployees with nore
creditabl e service are ranked ahead of those with | ess service in each subgroup
For exanple, an enployee with a service date of August 1, 1974 is listed before
an enployee with a service date of January 15, 1981

STEP 3: ADD SERVI CE COMPUTATI ON DATE ( SCD)

Conpetitive Level: GS-201-11
Bob | AD 09-01-68

Carol | A 02-01-92

Ken | B 09-15-88

Susan | B 05-31-90

Jimll A 10-01-91

Alice Il B 08-03-88

Tom Il B 12-14-97



4. PERFORMANCE. Enpl oyees receive extra RIF service credit for performance based
on the average of their last three ratings of record received during the 4-year
period prior to the date the agency issues RIF notices. The 4-year period begins
on the date the agency issues RIF notices, or the date the agency freezes
ratings before issuing RIF notices, if earlier

Enpl oyees receive extra credit only for ratings of Fully Successful or above.

20 years for a Superior (S) rating;

16 years for a Excellent (E) rating;

12 years for a Fully Successful (FS) rating.

20 years for acceptable (the annual performance ratings begi nning in 2000)

*  F  * %

An enpl oyee receives additional service credit based on the average (rounded up
in the case of a fraction to the next whole nunber) of the value of the

enpl oyee's last three annual ratings. |f an enployee received nore than three
annual ratings during the 4-year period, the three npst recent annual ratings
are used. |f an enpl oyee received | ess than three annual ratings during the 4-
year period, the values of the ratings are added together and averaged (i.e., if
two ratings were given, their values are added together and divided by two; if
only one rating was received, its' value is divided by one).

Exanpl e: an enployee with two years of Federal service, who for any reason has
received only 2 ratings of record. One rating is an "Superior" (20) and one

is "Excellent" (16). The enpl oyee woul d receive additional RIF

service credit based upon the two actual ratings or 20+16 = 36, divided by 2.
The result is 18 years of RIF credit for performance. A few enployees may find
thenmsel ves with no ratings of record at all due to unusual circunstances such as
extended absence for military duty or injury, for exanple. These enpl oyees will
recei ve performance credit based on the performance rating nost often given to
enpl oyees in the organi zation. This value, called a "nodal rating” will be

cal cul ated by the agency personnel office. The years of perfornmance credit are
added onto the service conputation date to form an adjusted service conputation
date which is used in determning RIF retention standing.

STEP 4: ADJUST SCD

Conpetitive Level: GS-201-11

SCD PERFORMANCE CREDI T ADJUSTED SCD

Bob | AD 09-01-68 S+S+E=20+20+16=56+3=19 09-01-49
Carol | A 02-01-92 E+S+E=16+20+16=52+3=18 02-01-74
Ken | B 09-15-88 E+S+E=16+20+16=52+3=18 09-15-70
Susan | B 05-31-90 S+S+S=20+20=60+3=20 05-31-70
Jimll A 10-01-91 S+FS+FS=20+12+12=44+3=15 10-01-76
Alice Il B 08-03-88 FS+FS=12+12=24+2=12 08-03-76
Tom Il B 12-14-97 E=16+1=16 12-14-81

5. RUNNI NG REG STERS. Putting enployees in RIF retention order is conmonly
referred to in personnel as "running a register." Agencies normally run
registers two ways: (1) within each conpetitive level; and (2) based on overal
RIF retention order regardl ess of series, grade, etc. Nunmber (1) is usually
called a conpetitive |evel register and nunber (2) is often referred to as an
"absolute" or "master retention" listing. Many agencies run registers from
conmput er prograns specifically designed for reduction in force. The npst common
programis AUTORIF, created by the Departnment of Defense, but used by many
civilian agencies as well

STEP 5: PLACE I N RETENTI ON ORDER



Conpetitive Level: GS-201-11

SCD PERFORMANCE CREDI T ADJUSTED SCD

Bob | AD 09-01-68 S+S+E=20+20+16=56+3=19 09-01-49
Carol | A 02-01-92 E+S+E=16+20+16=52+3=18 02-01-74
Susan | B 05-31-90 S+S+S=20+20+20=60+3=20 05-31-70
Ken | B 09-15-88 E+S+E=16+20+16=52+3=18 09- 15-70
Jimll A 10-01-91 S+FS+FS=20+12+12=44+3=15 10-01-76
Alice Il B 08-03-88 FS+FS=12+12=24+2=12 08-03-76
Tom Ill B 12-14-97 E=16+1=16 12-14-81

6. RELEASE. Agencies determ ne how many positions in a given series and grade
they need to abolish, and this begins the RIF process. |If an enpl oyee's position
is abolished, this nay result in their being "rel eased", or cut, fromtheir
conpetitive level. Enployees are released fromthe conpetitive level in the

i nverse order of their retention standing. (For exanple, the enployee with the
| onest RIF standing is the individual who is actually released fromthe
conpetitive level.) Enployees in Goup IlIl are rel eased before enployees in
Goup |11, and enployees in Group Il are rel eased before enployees in Goup |
Wt hin tenure subgroups, enployees in Subgroup B are rel eased before enpl oyees
i n Subgroup A, and enpl oyees in Subgroup A are rel eased before enpl oyees in
Subgroup AD. Wthin each subgroup, enployees with |ess service are rel eased
before enpl oyee's with nore service. Any enployee reached for rel ease out of
this regular order nust be notified of the reasons.

STEP 6: EMPLOYEES RELEASED FROM COWPETI Tl VE LEVEL

Conpetitive Level: GS-201-11

SCD PERFORMANCE CREDI T ADJUSTED SCD

Bob | AD 09-01-68 S+S+E=20+20+16=56+3=19 09-01-49
Carol | A 02-01-92 E+S+E=16+20+16=52+3=18 02-01-74
Susan | B 05-31-90 S+S+S=20+20+20=60+3=20 05-31-70
Ken rel eased

Jimrel eased

Alice rel eased

Tom r el eased

Rl GHTS TO OTHER POSI TI ONS: BUMPI NG AND RETREATI NG

After enployees are released fromtheir conpetitive |level, they may have rights
to other positions by exercising assignnment rights, which are comonly referred
to as bunping and retreating. "BUMPING' neans displacing an enployee in the
same conpetitive area who is in a |ower tenure group, or in a |ower subgroup
within the rel eased enpl oyee's own tenure group. For exanple, an enpl oyee in
Tenure group | can bunp an enpl oyee in Tenure groups Il or 111, and an enpl oyee
i n Subgroup | AD can bunp someone in Subgroups I A or |IB. Although the rel eased
enpl oyee nust be qualified for the position, it may be a position that he or she
has never held. The position nmust be at the sane grade, or within three grades
or grade-intervals, of the enployee's present position. "RETREATING' neans

di spl aci ng an enployee in the sane conpetitive area and in the sane tenure group
and subgroup who has | ess service. For exanple, an | A enployee mght be able to
retreat to the position of another | A enployee who has | ess service. The
position nust be at the sane grade, or within three grades or grade-intervals,

of the enployee's present position. The position into which the enpl oyee is
retreating nust also be the sane position (or an essentially identical position)
previously held by the rel eased enpl oyee in any Federal agency on a pernanent
basi s.



Enpl oyees in retention subgroup AD have expanded retreat rights to positions up
to five grades or grade-intervals |ower than the position held. In addition, an
enpl oyee with a current annual perfornmance rating of "Mninmally Successful” only
has retreat rights to positions held by enployees with the sane or | ower current
performance rating.

Enmpl oyees in Groups | and Il with current performance ratings of at |east
"Mnimally Acceptable" are entitled to an offer of assignnent if they have
“bunping" or "retreating" rights to an available position in the sane
conpetitive area. An "avail able" position nmust: (i) last at least 3 nmonths; (ii)
be in the conpetitive service; (iii) be one the rel eased enpl oyee qualifies for
and (iv) be within three grades (or grade-intervals) of the enpl oyee's present
posi tion.

Enmpl oyees in Groups | and Il with current performance ratings of "Unacceptable,"”
and all enployees in Goup Il1l, have no assignnent rights to other positions.
Enmpl oyees hol di ng excepted service positions have no assignnent rights unless
their agency, at its discretion, chooses to offer these rights.

The grade linmts of an enpl oyee's assignnment rights are determ ned by the grade
progressi on of the position fromwhich the enployee is released. The difference
bet ween successive grades in a one-grade occupation is a grade difference, and
the difference between successive grades in a nmulti-grade occupation is a
grade-interval difference. The grade limts are based upon the position the
enpl oyee holds at the tine of the RIF.

For exanple, an enployee released froma GS-11 position that progresses
GS-5-7-9-11 has bunp and retreat rights to positions from GS-11 through GS-5. An
enpl oyee rel eased froma GS-9 position that progresses GS-6-7-8-9 has bunp and
retreat rights to positions from GS-9 through GS-6.

VACANT POSI TI ONS

An agency is not required to offer vacant positions in a RIF, but nmay choose to
fill all, sone, or none of them When an agency chooses to fill a vacancy with
an enpl oyee reached for R F action, subgroup retention standing is followed. A
RIF of fer of assignnent to a vacant position can only be in the same conpetitive
area, and nust be within three grades (or grade-intervals) of the enployee's
present position. At its discretion, the agency may offer enpl oyees

reassi gnment, or voluntary change to a | ower-graded position, in the same or

ot her conpetitive areas in lieu of RIF

RI F NOTI CES
An agency nust give each enployee at | east 60 days specific witten notice

before he or she is reached for RIF action. In a Departnent of Defense RIF in
whi ch 50 or nore enployees in a conpetitive area are receiving separation



noti ces, the agency nust give the enployee a mnimum of 120 days specific
written notice. In exceptional circunmstances, an agency nmay, with prior OPM
approval, give enployees |less than 60 days, but not |ess than 30 days, specific
written notice of a RIF action

Rl F APPEALS AND GRI EVANCES

Rl GHT TO APPEAL. An enpl oyee who has been affected by RIF and separated,
downgraded or furl oughed for nore than 30 days, has the right to appeal to the
Merit Systens Protection Board (MSPB) if he or she believes the agency did not
properly follow the RIF regul ati ons. The appeal must be filed during the 30-day
peri od begi nning the day after the effective date of the R F action

If MSPB rules in favor of the enpl oyee, the agency nust restore the enpl oyee to
the separated position or assign the enployee to another appropriate position
The agency nmmy be required to give back pay to the affected enpl oyee.

RI GHT TO GRIEVE. An enployee in a bargaining unit covered by a negotiated

gri evance procedure that does not exclude RIF nmust use the negotiated grievance
procedure and may not appeal the RIF action to MSPB unl ess the enployee all eges
t he acti on was based upon discrimnation. The tine Iimts for filing a grievance
are set forth in the collective bargaining agreenent.

If an enpl oyees feels he or she has been discrimnated against during a RIF, the
enpl oyee may contact the agency EEO O fice/ Chi ef Counsel or, Buil ding 400,
extension 4393, for information on avail abl e options.

TIPS FOR EMPLOYEES

Because of fundanmental changes in an enployee's life that RIF presents, and
because enpl oyees may have little tine to nake deci sions concerning RIF,

enpl oyees shoul d take steps NONWto be prepared for any RIF that may occur. The
follow ng steps are recomended:

* Review your career brief to ensure that all Federal service is docunented.
Having all of your federal service docunented is critical because RIF retention
service credit and all conputations concerning severance pay, retirenent, and
buyouts will be conputed based on this infornmation.

* Revi ew your position description (PD) or core docunent (CD)to ensure it
reflects actual duties perfornmed. Your PDis very inportant in a R F. Your
rights and benefits as an enployee in a RIF flow fromthe PD/ CD of record.

* CObtain any mssing performance ratings of record fromthe |ast 4 years.

As described earlier in this Guide, enployees receive RIF service credit for
performance based on the average of the last three ratings of record during the
4-year period prior to the date the agency issues RIF notices. It is inportant
to try to obtain any m ssing performance appraisals fromthe prior 4 years in
order to receive the full credit you are due in a RIF.

* | f you served in the Armed Forces, check your career brief to

ensure it reflects correct mlitary status for R F purposes. (Since Sheppard
enpl oyees’ OPFs are |ocated at Randol ph, check the career brief mailed to you
this year in your birth nonth.) The discharge paper fromthe arned forces is
called the DD-214. For entitlement to veterans' preference in a RIF, your
servicing personnel office uses the |atest dated copy of the DD 214.

* Obtain an estinmate of your annuity fromyour retirement counsel or at Randol ph
AFB (Call the BEST |ine at 1-800-997-2378). If you are considering retirenment at
any tinme, the Air Force Personnel Center (AFPC), Randol ph AFB TX has retirenent
counsel ors (see nunber above) available to assist you. They can give you an
estimate of your annuity and explain your benefits to you. Be careful to
deternm ne what inpact retirenent or separation will have on your insurance
coverage. Carefully consider whether you can |live on a reduced incone.



* Di scuss your available options concerning the Thrift Savings Plan (TSP).
Substantial taxes and penalties are involved if you handl e your TSP
contributions incorrectly. Contact your TSP advisor (Thriftline is 1-504-255-
8777)or retirenment counsel or (see nunmber above) for information on your options.
* Contact the BEST line (see nunber above) to determne if you are eligible to
retire and obtain a retirenent estimate. |If you have military service you
shoul d speak to a Benefits and Entitlenents (B&E) AFPC counsel or to assess your
options of conbining or not conbining your mlitary and civilian service.

* Discuss future plans with your spouse and family. RIF (or any change in

enpl oynment status) represents a ngjor change in your way of life. Your spouse
and famly should be involved in this Iife-changing event. Job separation may
mean pursuing the career you al ways wanted, but could not. It may mean goi ng
back to school, looking for work in a different |ocation, or adjusting the
standard of living for the entire famly. In any event, discussing

the possibility of job loss with your spouse and fam |y can hel p nake deci si ons
easier if a RIF occurs.

* Consider neeting with a personal financial advisor

A financial advisor can review your current noney situation, and hel p nmake pl ans
in the event you are separated due to a RIF. The advisor can help you figure out
what tax advantages may be open to you, make projections on future incone,
review current and future debts, and what standard of |iving you can expect.

I mredi ate pl anni ng and t horough preparati on NOW can hel p you to rmake deci si ons
if a RIF occurs.

If you have access to the internet, you may go to website
http://ww. access. gpo. gov/nara/cfr for information on RIF regulations (Title 5,
Code of Federal Regul ations (CFR) 351. A copy is also available in the Civilian
Personnel Flight, Custoner Service, Building 402, Room 217.

Sheppard Civilian Personnel Flight will also present briefings in the future.



